State of California DEPARTMENT OF WATER RESOURCES The Resources Agency
JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Accountant Trainee 0222-4179-017 50004374 |

APPOINTEE

SAP PERSONNEL NO. | DIVISION/SECTION

Fiscal Services / Employee Payables

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:

1

RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [] Lead Person Josephine Perez Sr. Accounting Officer (Supv)

APPROVED BY (Personnel Analyst's Name) DATE

Theresa Nunez

6/1/07

Percent of
Time

Activity

45%

25%

POSITION SUMMARY

Under close supervision from a Senior Accounting Officer (Supervisor), the Accountant Trainee in
the Employee Payables Section of the Payables Office, in a learning capacity, is responsible for
processing all types of Travel Expense Claims (TEC) and resolving issues relating to employee
travel and relocation administration. The incumbent will learn DWR's business processes and SAP
business systems, must have an understanding of State accounting process, be able to process
high volumes of TECs and provide prompt and accurate payment for employee’s travel
reimbursement.

ESSENTIAL FUNCTIONS

This position requires the incumbent to assist in the reviewing, auditing, and processing of TECs
and related vendor invoices in SAP. This position handles sensitive employee information and as
such, the incumbent must have strong customer service skills, be able to work cooperatively with
others, maintain consistent, predictable, and regular attendance, and exercise good judgement.
The incumbent initiates all necessary research, reasons logically and solves accounting problems
by understanding and interpreting the goals, mission, laws, rules, and policies of the State and the
Department. This requires initive, perseverance and complex analysis of source documents,
accounting transactions, and internal funding history to ensure complete and accurate corrections.
In a learning capacity, the incumbent will assist with various accounting duties as described below.

The specific essential function are:

Assist in the reviewing, auditing, and processing of TECs and the clearing of travel advances
against TECs processed in SAP. This includes all types of TECs for in-state and out-of-state.

Effectively communicate with DWR employees, vendors, DPA, and SCO staff regarding issues
relating to travel administration, travel advances, and TECs. This includes helping support travel
functions in the Department's field offices.

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR’S NAME (Print) SUPERVISOR’S SIGNATURE DATE

Josephine Perez >

EMPLOYEE’S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE

RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE’S NAME (Print) EMPLOYEE’S SIGNATURE DATE

>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Accountant Trainee 0222-4179-017 50004374 |
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION

Fiscal Services / Employee Payables

Percent of

Time Activity

10% Assist in the analysis and matching of airline/rental car invoices to passenger tickets or receipts
and related TECs on SAP system, and processes vendor invoice for payment. Prepare TECs for
scheduling. Assist in analysis that transactions comply with State rules and regulations
established by SAM, DPA, Board of Control and Bargaining Unit Contract MOUs.

10% Assist in completing workload assignments due to absent staff or other unexpected conditions.
Aide in resolving travel related helpdesk problems from the field/district staff, by researching
transactions and source manuals. As part of a team effort, travel to Field and District Offices to
inform and teach staff of travel policy and procedures.

5% Assist the supervisor in developing and maintaining documentation of processes and procedures
necessary to perform assigned duties.

5% Assist the supervisor in drafting letters and memo's for dissemination of information to DWR

employees regarding changes to rules of travel administration.

SPECIAL REQUIREMENTS

Skilled at use of personal computer and 10-key calculator.

Able to maintain, handle, retrieve, and refile manuals, travel expense claims and claim schedules.
Strong interpersonal skills, including all means of communication.

A customer satisfaction commitment.
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45%


25%
	activity: POSITION SUMMARY
Under close supervision from a Senior Accounting Officer (Supervisor), the Accountant Trainee in the Employee Payables Section of the Payables Office, in a learning capacity, is responsible for processing all types of Travel Expense Claims (TEC) and resolving issues relating to employee travel and relocation administration.  The incumbent will learn DWR's business processes and SAP business systems, must have an understanding of State accounting process, be able to process high volumes of TECs and provide prompt and accurate payment for employee's travel reimbursement.

ESSENTIAL FUNCTIONS
This position requires the incumbent to assist in the reviewing, auditing, and processing of TECs and related vendor invoices in SAP.  This position handles sensitive employee information and as such, the incumbent must have strong customer service skills, be able to work cooperatively with others, maintain consistent, predictable, and regular attendance, and exercise good judgement.  The incumbent initiates all necessary research, reasons logically and solves accounting problems by understanding and interpreting the goals, mission, laws, rules, and policies of the State and the Department.  This requires initive, perseverance and complex analysis of source documents, accounting transactions, and internal funding history to ensure complete and accurate corrections.  In a learning capacity, the incumbent will assist with various accounting duties as described below.

The specific essential function are:

Assist in the reviewing, auditing, and processing of TECs and the clearing of travel advances against TECs processed in SAP.  This includes all types of TECs for in-state and out-of-state.

Effectively communicate with DWR employees, vendors, DPA, and SCO staff regarding issues relating to travel administration, travel advances, and TECs.  This includes helping support travel functions in the Department's field offices.
	classification: Accountant Trainee
	appointee: 
	dwr position number: 0222-4179-017
	sap personnel no: 
	sap position number: 50004374
	division: Fiscal Services / Employee Payables
	mcr: I
	percent 2: 10%




10%




5%


5%
	activity2: Assist in the analysis and matching of airline/rental car invoices to passenger tickets or receipts and related TECs on SAP system, and processes vendor invoice for payment.  Prepare TECs for scheduling.  Assist in analysis that transactions comply with State rules and regulations established by SAM, DPA, Board of Control and Bargaining Unit Contract MOUs.

Assist in completing workload assignments due to absent staff or other unexpected conditions.  Aide in resolving travel related helpdesk problems from the field/district staff, by researching transactions and source manuals.  As part of a team effort, travel to Field and District Offices to inform and teach staff of travel policy and procedures.

Assist the supervisor in developing and maintaining documentation of processes and procedures necessary to perform assigned duties.

Assist the supervisor in drafting letters and memo's for dissemination of information to DWR employees regarding changes to rules of travel administration.


SPECIAL REQUIREMENTS

Skilled at use of personal computer and 10-key calculator.
Able to maintain, handle, retrieve, and refile manuals, travel expense claims and claim schedules.
Strong interpersonal skills, including all means of communication.
A customer satisfaction commitment.


	supervisor name: Josephine Perez
	employee name: 


